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-TO: The Director _— :}F,/&gym

STAT | FROM:

SUBJECT: Response to Secretarial/Clerical Meetin

REMARKS:

After your meeting with a secretarial/clerical
group last October, I sent questions to DDA.
The partiel response is attached.

You saw this weekend the day care center
response; herewith are comments on other
items:

- _secretarial/clerical career service. T
Director of Personnel has sent youa plan for
a formal Career Service which accomodates
this item.,

--vacency notices. Per sonnel believes
the current system works well., Any attempt t
increase notices distribution would be too
expensive, and notices currently apply mainly
to lower positions only and affect less than
25% of employees. He notes that more Executi
support would increase the value of the syste

--training. Personnel believes current
system good and senior secretaries should
have burden for training newcomers. Suggestq
item in your Notes re encouraging enrollment
of secretaries/clerical in training courses.

--operational support assistants, System

rk ell and adequate.
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within law, but can not maintain Headquarters
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grade if go overseas, or resume it when come back,

Leave Without Pay policy permits continuation of
retirement coverage, insurance, etc,

Responses to remaining outstanding items will be
forwarded later,

Suggest release of these responses to the new
Secretarial Mag to permit them to consider any
appropriate response as well as to see that the
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original queries were answered,
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